BY ORDER OF THE COMMANDER KAFB INSTRUCTION 33-302

HEADQUARTERS 377TH AIRBASE WING (AFMC) 1 FEBRUARY 2000
KIRTLAND AIR FORCE BASE,
NEW MEXICO 871175606 Communications and | nformation

WING COMMAND SECTION
CORRESPONDENCE CONTIROL

COMPLIANCE WITH THIS PU BLI CATION IS MANDATORY

NOTICE: This pulication is available digally onthe Kirtland Website: http//www.kirtland.af.mil. If
you lack access contact tle Publishing Office (37 CS/SCSP).

OPR 377ABW/CCEA Certified by. 377 ABW/CCE
(TSgt Robert Fredericks) (Major Corstance Schiafer)
Supersedes KAFBI 37-103, ® Apr 98 Pages: 6

Distribution: F

This instructon implements Air Force Polty Directive (AFPD) 374, Air Force Infornmation Manage-

ment (will convert to AFPD 33-3)nformation Managenent). It outlines proedures for peparing and

processing carespondence for the 377th ABaseWing (377 ABW) Commandef{ABW/CC) and Vice

Commander (ABW/CV). It includes polcies andprocedures, which are nique b the 377 ABW com-
mand setion. Use this instruction in conjunction with AFMAN 33-32Breparing Official Communica-
tion,and AFH 33-337,TheTongue ad Quill. It applies ¢ all 377 ABW units.

SUMMARY OF REVISIONS

Adds Optional Form 41Routing and Transmittal Slip, as valid routing rad transmittal tool. @letes
referenceto date fomat becausecommandsection personnel date all cespondence. Deleteatement
to repy within 3 duty days because he wing supenselog could have dfferent suspense dte. Adds
KAFB Form 22,377 ABW OPR/EPR Checklist, and KAFB Form 23,377 ABW Decorations Check-
list.

1. General Information. Except as noted below, prepare all official correspndence according to
AFMAN 33-326,Preparing OfficialCommunications.

2. General Procedures forWing Command Section Correspondence.

2.1 All 377 ABW unts must summarize all oespondence fothe ABW/CC or ABW/CV on an AF
Form 1768 Staff Summary Sheet(SSS or Optional Fam 41,Routing and Transmittal Slip. Pro-
cessall corespondencgaclkages tlmough wirg command section administrati¢gCCEA).
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2.2 The wing command section Wiketurnall correspondenctr correction nd in compliance with
apprqriate directives.After incaporating changedirected by the commanddi®n, fold the aigi-
nal pagesn half lengthwise, place in the left pockéttbe folder, and returthe package to the com-
mandsection.

2.3 All 377 ABW units shou be grticularly alert b the ned to keep the ABW/CC ard ABW/CV
informed. Sween thefollowing types & incomirg corresponénce caréully to detemine the need to
forward the irformatian to thewing commaad section:

2.31. Correspondnce from Air Armament Command (AAC), HQ AiForceMateaiel Command
(AFMC), HQ United State&\ir Force (USAF, outsice agencies or otlieinits con@rning policies
that affed Kirtland Air Force Bae (KAFB) or the 377 ABW.

2.3.2 Correspondncereferring orreplying to communications signed the wing commadhsec-
tion.

2.3.3. Correspondnce concernng visits ly congessional memberer delegationsgereral dffic-
ers, individuals wh a G5-16 a highe rating and ay visit involving the ABW/CCor ABW/CV.

2.3.4 Correspondnce concernng congresional or Presidentlanquiries or invetigations.

2.4. All 377 ABW commaneérs and staf memberswvill provide the command section h a courtesy
copy ofall outgoing correspondea ofsignificant importance ¢ the ABW/CC or ABW/CV.

2.5 Guidelinesfor Signature ad Approvd Authority.
2.51. The following correspondee requiresABW/CC or ABW/CV's signatue or approval:

2.51.1 Corespondence addssed totwo-digit staf agermies at AAC,HQ AFMC, any other
majar command oequivalent jointommard or higher.

25.1.2. Correspondance addressed to goernment officials, corgressiond offices, ad local
dignitaries.

2.51.3. Tasking correspondence, which uses phrases such as"the commander desires, has
asled for, or direcs."

2.5.2 The ABW/CC orABW/CV will usually sign the folowing:

2.5.2.1 Correspondence initiatgby a growp that is a diective to otherunitswithin thewing.
(Exception some programsuchas the base detail program lesheen @legated o the s&ff
along with theauthority tosign on behalf of the commander.) Corresponderce directive in
natue and signed on behalf the commander must uiee authaty line "FOR THECOM-
MANDER" according to AFMAN 33-326,paragraph 3.5.

2.52.2 Corespondene addresed b general officergssigned toKirtland AFB.

2.52.3. Personnel and urit award nominatons ad announcements to agendes ouside the
wing headquarters.

2.6. ldentify all correspandence requiringhe immnediate attention of theABW/CC or ABW/CV to
the wing command sdon. Wing commandection personnel wilflag the package with a red tag,
log, ard forward asappropiate.

2.7. Whencorrespondencesigned by the ABW/CC or ABW/CV requiresa respon® to another ofice
of primary responsibility (OPR), inclu@ "reply to"instructionsasthelast paragraph.
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2.8 Prior to release, the ABV/CC and BW/CV will approve all corresporatice, wheh qudes or
otherwie reflects their nanse

2.9. Type inthe appropriatesignaure eement wlen preg@ring correspondence to be sgnedby the
ABW/CC orABWI/CV.

3. Suspenses.
3.1 CCEAwill montor all suspengstasked by tle wing commaud section.

3.2 The wing command section will task the respetive graup or special staff agency. If theitem
requiresaction below the OPR indicated on thespense tag, th@PRis responsible fo tasking their
subordinate unit/agey.

3.3 Addressall extensio requests b the wing exeutive officer (CCE). When thesuspeise isto an
external organizatiorthe OPR is resposdble for gettingan extersion from the originato befare con-
tacting the wirg command setion. When posible provide an inteim reply.

3.4. Coordnate all corespondence carerning congressional inquires sent drectly to a wing agncy
with the 377 BW Inspector Gegral immediately upomeceipt. The rulegstablshed in AFI 96401,
Air Force Relationswith Conges, apply.

3.5. When relies to eternalsusperses requirehe ABW/CC or ABW/CV's signature or approval,
ensure th proposed replis deliverel to the wing commad section by tle wing sispensedate.

3.6. When an OPR reeives a suspense that properly belongs to another OPR, contact CCE within
one duy day b get the suspense transfeed to the proper OPR.

3.7. For any latesusperse, include a nemo explaining why it is late. Berppared to address grlate
suspense drng the daily commanderstonferencecall or atthe weekly staffneeting.

3.8 The wing comrand section sends a Ist of suspenses via e-mail to the groupcommanders and
speial staff chiefs an a daily bass.

4. The Official M emorandum .
4.1. General Rules

4.11. Use printed blue letterheastationeryfor correspondence going to agessiexternal to the
wing and prepared for the ABW/CC or ABW/CV signature. Computer-generated letterhead is
accep#ble for corespondence internal to the wing. Use white bogmkpfor continuation pages.

4.1.2 Use a laer prirter when pre@ring correspordence for BW/CC or ABW/CV signature.
Do na use dot matrix priners.

4.13. Do not m&e penand ink rrections tocorresponcence for theABW/CC or ABW/CV'’s
signature.

4.1.4 Use Microsoft Word, TimesNew Roman (font), 12 point, for wirg commarml section cor-
respondence.

4.1.5 Referto AFMAN 33-326 fa comrect memorandum fanat, b include margirsettings.
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4.1.6. Use memorandums to communicate with all Department of Defense agenciesand other
federal agerties. They may ako be ugd to conduct &icial business outside the govement with
vendas orcontactors.

4.2 Date.

4.2.1 Do not date correspondence sent to thewing command section for signature. Thewing
commard sedion will date(if required) and retun carespadence ¢ the OPR. The OPRIs
responsiblefor mailing ard transmitting carespondence.

4.22. If comespondene must be reproduced prito mailing,estimae the date th document will
enterthe distrbution system.

4.3 The Addressees. When the addresksting corsists ofmorethansix addreses, placeadistribu-
tion list on a sgaratepage. The elemert would read “MEMORANDUM FOR SEE DISTRIBU-
TION.” See KAFBI 33-301, Official Mail Program, for distribution listings used at Kirtland Air
Force Base.

4.4 TheText.
4.4.1 Referto AFH 33-33 for ruleson capitalization.

4.4.2 Keep text on one page, if pasgble. Number mntinuation pages if the orrespondence is
more than two pagp. Place the page numbéour lines fran the top of the page, allowgra one
inch right margin.

4.4.3. Do not double space correspondence prepared forthe ABW/CC or ABW/CV signature,
evenif theparagrap is less tha eight lines.

4.44. \dentify the name and phone numbéttloe point & contat (POC) nthe last paragraph of
thetext. Consicr includng an eganizatonal e-mal addressfor the POC.

4.5. The Signaure.

4.51. Type the signature block Beast thiee spaes to theright of pagecenter,five lines below
the last line of the text. Reduced four lines b keep deument on one page, ifecesary.

4.5.2 Type trenanein all capital lettersgrade ad branch ofservice (miltary) (upperand lower
case) onthe first line. Civilians may include their grade. Type the duty title (upper and lower
case) on thesecond line. fl title exceeds the lmlength, indent tw spaces o the ®cond line of
the title:

C. K. POWELL, Lt Col, USAF
Chief, Staff Communicatonsand
AnalysisDivision

5. Dating and Dispatching Correspondence.

5.1 The wing commandection wil date andreturn corespondencéo the ORR. The @PR is respon-
sible for mailing and transmittingorresponénce.

5.2. For messaes requiring the ABW/CC or ABW/CV asthe releasing official, forward the
SARAH-LITE diskette, a copy of the nmssage and the releang document ira pocket folde with an
staff summary sheet (SSS) attached. Ensurenly the message to lsent is shown on the redsing



KAFBI33-302 1 FEBRUARY 2000 5

document. Indicate "Sign" on the sff summary sheet. Afte appoval, thewing command ection
will retun themesageto the OPRfor dspatch adfile.

6. Preparing A Staff Summary Sheet

6.1 Attach anSSSto all packages explaing the package andktails of the situation. Always
include a recommendation forethequeste action.

EXAM PLE: RECOMMENDATION: 377 ABW/CC sign letter atabl

6.2 List all coadinating agncies insequene. Always include CEA, CCE, and ABWLCYV in the
routing. When the matter dealswith enlistal personnel, include the commadudef mastersergeant
(CCC) pior to CCE coadination. Limit theaction blocks & the SSS t “Sign, Approve or Info" for
ABW/CC and "Sign, ApproveCoord,or Info" for ABW/CV.

6.3 In theSUSPENSE DATE block, inserthewing command sgion stspensedate or susgnse to
highe headquarterslndicate whether i is awing o higherheadquarters sgpensedate.

6.4. Include tasking note from the whg commandsedion or other tasking with sugpense note
attachd at tab 2 of the paeke.

6.5. Thestaff agency chiefif generate by the ABW/CC'sspecial staff or squadro commande or
above wil signthe SS. The goup commander must cabnate on the packagef it affectsunitsout-
sde the ABW/CC's immediatetaff.

6.6. Use aKAFB Form 22, 377 ABW EPR/OPR Checklist, when you suomit an officer perfor-
mancereport or an enlsted perfemance report to the commarsdction and aKAFB Form 23,377
ABW Decorations Checklist when yousubmit a decoration focommand se&tion signatures. Hons
may be downloadedrom the Kirtland AFB wé site: http://www.kirtland.af.mi.

7. Assembling Correspondence.
7.1 Assembk correspondere in atwo-pocketfolder asollows:

7.11. Place the document to be segnapproved or reviewed (tab 1)theright side pocket. Do
not wse a blankshed or tab divider for thigab.

7.1.2 Attach (with staples or clam clip) the SSSto thefront of thefolder. Donot wse pager clips,
asthe SSS mighte separated from the package.

7.1.3 Place dlbackground @ supportilg documentationn the ldt pocke of the folder.
7.14. Plac all tabs inthe right pockt divided by tabs, ifapplicable.

7.2 For officer performance reports, erdied performance reports, or ecorations refer ¢ the appro-
priate 377ABW writing guides.
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8. FormsPrescribed. KAFBForm 22, 377 BW EPR/OPRChecklist ard KAFB Form 23, 377 ABW
Decorations Checldi.

POLLY A. PEYER, Colonel, USAF
Commander
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